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100 Peachtree St., N.W. 
Suite 1300 
Atlanta, GA 30303  

- - -- 
4. Person to Contact 5. Working Title 

7. Action Requested 
a. 0 Establish Retention Schedule; record wi l l  continue t o  accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. Amend Application No. 3 . 4 - Y 6 b -  Check One: ha Change; 0 Supercede; 0 Void 

9. Records Ser& Author; ~y- Wt* ie  s TouLfL Title (followed by title used in office; if different) 

Latest 

1 
1972 , l(present Division Directors General Subject File _ _ ~  i What is the function o f  the Division and the Office in which this record series i s  created? 0. Division and Office Function 

8. Dates of Series 
Earliest 

The Division Directors are responsible for administering and coordinating the 
various' functions of the Authority. Thi's includes implementing, coordinating, 
and administering the operations and management of the daily activities of the 
Authority. 

_ _  
1 .  Record Series Description This file contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. ~ ' 

Documents relating to: 

Authority. 
all areas and responsbilities of. the separate divisions of the 

Included are: divisional policies and procedures, directives, speeches, ap- 
pointments, studies, reports, and general correspondence. 

File i s  arranged: alphabetically, by subject, by year. 

____ __._ 
2. Monthly Reference Rate How often are resords referred t o  which are: 

One t o  six months old - 5 . - ; Sevkn to twelve'months o l d 3  ; Thirteen to twenty-four months old 
0 7 '  i 

0 - ;  

twenty-five months and older 
~ - - 

3. Annual Rate of Accumulation of Records 

Letter-size drawers .; Legal-size drawers _- . ~- ;Shelves -_ ; Other /specify) __ -~ 

3012 13/76] 



-. 
* - *  

c. -LA*- 
I -+ 2 - __-- 

a. Is this the official copy of the series? . 
1 -- __. 

,i 
I f  not, where is it? 

b. Does the series contain chnfidential information requiring security handling? If yes. cite law or regulation. 
I 

c. Is this a vital recbrd? 1 _ _ -  ~- 
~ 

g3Does %his series,have hijtorical or long term - research -~ value? - 
L_-- - -~ 

-I __ . __ 
e? When $68 or5wo'documents in the file make i t  necessary to keep the entire file for a long period. could these documents be 

- .I_ __. -- scheduled separately? I 

f .  
g. I s  the information contained in this series ever analyzed andlor recorded in a summarized report? 

I s  the information contained in this series ever published? - If yes. attach copy. 

I f  yes. attach copy. - - 
h. I s  there a duplication of this series in your office, or in another office or agancy? 

_ _  . - -. _ _ _ _ _ ~  I f  yes, where? 

i. I s  this series (ora majorportion of id regularly microfilmed? __ . - 

~~ ~ - _- - j. Does the record series result in a computer printout? ~__  - 
' The following requires the series to be kept: .r )n Requirements 

I years. d. Audit period years. 

years. 
years. 1. ~ Federal retention instructions ___ years. 

a. State Law 

- e. Administrative need 
~ ~~~ -~ ~. ~ ~. years. ~ ~- ~~ ~ b. Statute - . -~ of l imi tat ion ~~ ~ ~~ 

c. Federal law 

Attach copy or excert of laws or regulations. Explain administrative need. 

Possible h i s t o r i c a l  value. 

- - 
6. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 

0 Calendar Year; Fiscal Year; 0 Other then, 

Hold in the current files area ___ monthk) 1 yearb); then 

Transfer to local holding area; hold 

0 Transfer to State Records Center, hold __ 
0 Destroy 
@ Transfer to State Archives for permanent retention; 

Other /Specify) 

yearb); then 
yeark); then 

Except the Div i s ion  of General Services,  which i s  to cut  off f i l e  series 
a t  end of each f i s c a l  year; hold i n  current f i l e  area 1 year; then trans- 
fer  t o  the State Records Center; hold 5 years; then destroy. 

- ~ I _  

These instructions apply to al l  prior and future accumulations of the series 



Applicofion for Records Disposiih Standard marta 
_.-- DcrparEhent, Name; and Full Address 

100 Peachtree, Suite 1300 

The Division Directors are responsible for administering and coordinating the various functions 
of the Authority. This includ$e implementing, coordinating, and administering €he 
operations and management of the daily activities of the Authority. 

This f i le  contains the following documents: 
i 

Documents relating to all areas are the responsibility of the separate divisions of the Authority. 
Series includes policies, procedures, directives, speeches, appointments, studies, and corres- 
pondence. File is arranged alphabetically by,subject by year. 
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QUESTION~\RE Cmau an x in the proper box.  If mwer  is *yesu p\co*e*pbin.)  '1. - 

13 Is t h i s  the Record Copy of the se r i e s?  
I 

I +  Is there  a duplicat ion of t h i s  s e r i m  i n  another o f f i c e  o r  agency? 

2 

OYesQgNO 

[x1 Yes uo 

.u Yes pg wo 

-A: @Yes ki El0 

.=~ ' YLW No 

; ZD Does the record beries. provide data as i npu t ' t o  an EDP f i l e ?  - '  a Y e s & N o  

OYILZSNo 

i ,  
15 

16 

17 

Is the information contained i n  t h i s  serieq ever:srnnmarized or published? 

Does . the  series contain c l a s s i f i ed  ' in formt ion  requir ing secur i ty  handling? 

! 
I , 

. .  ~; Does the series i n i t i a t e .  amend o r  t e d n a t e  agency po l i c i e s  and procedures? .. 
Y 

16 Could the function be performed i f  the  files were ' l o s t  o r  destroyed? 
- 1  .L 

19 Is t h e  s e r i e s  or major portion of it) r e g d a r l y  microfilmed? If yes,~why? '- 

,.. 3~ ~- . .  , . ?  . . ~, 

f '  
" 3  4 t.. ~ 3 1 

=. e 

i 

21 

22 

Does the  kecord series contain ?locumentation produced as EDP'printout? 

Has the Federal Government issued ins t ruc t ions  governing the retent ion/  d i spos i t ion  of these f i l e s ?  0% @ 
,. 

23 

24 R€QUIREM€WTS: 

>ill the re  be a need f o r  these records 10, 15 years f ron  now? I f  yes. what? &SUMO rr . -- 
The following requires  the f i l e s  t o  be k e p t q e r m  years: (Cite or H o c h  copy of Law, 5hatute. or other &ason 
tor +he rrtcniion reqviremont. 

State Archives has determined that these files are of historical value. 
His tor ica l  Administrative 

Decision Value 
S ta t e  S ta tu t e  of Audit 0 Law 0 Limitation 0 Period 

1-- 

8 R&XOWAWDAT,T\ON8 -Mttkoda: This u n i t  recommends t h a t  the f i l e  s e r i e s  be cut  off  a t  the end of each 

OCalendgr Year F isca l  Year Other , then: 

NHold i n  the  Current a l e s  area'  1 -tks/year&; then Transfer t o  S t a t e  Records Center; 

0 Mold - maith years! then DDestroy;  (83Transfer- t o  S ta t e  Archives for  permanent re ten t ion .  

UDestroy a f t e r  cut-Off. 
Ovrarinq \nrtructioM: 

W T A  

I 
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